
Commonwealth of Massachusetts 
Executive Office of Health and Human Services 

 

 

Virtual Gateway 
 

 

 
 

Application Intake 
Women’s Health Network 

EIM/ESM  
DRAFT – FOR PILOT USE ONLY 



 

 



 

 
  

Table of Contents 

CHAPTER 1: INTRODUCTION AND OVERVIEW.................................................... 1 

Course map...................................................................................................................... 1 
Overview of Module......................................................................................................... 1 
Business Process Overview ............................................................................................. 2 
Workflow.......................................................................................................................... 3 

CHAPTER 2: COMMON INTAKE INTRODUCTION/OVERVIEW ........................ 5 

What is Common Intake?................................................................................................. 5 

CHAPTER 3: GETTING STARTED............................................................................... 7 

Introduction ..................................................................................................................... 7 
Accessing the Common Intake Dashboard ...................................................................... 7 
Password Management.................................................................................................. 10 
Navigating the Common Intake Dashboard .................................................................. 11 
Initiating an Application through the Dashboard ......................................................... 12 
Common Intake Navigational Basics............................................................................. 12 
Online Help.................................................................................................................... 13 
Look and Feel of the Common Intake Application ........................................................ 14 

CHAPTER 4: ENTERING AN APPLICATION USING THE COMMON INTAKE 
DATA COLLECTION TOOL ........................................................................................... 19 

Introduction ................................................................................................................... 19 
Getting Started............................................................................................................... 20 
Initiate Application:  Choose Services .......................................................................... 20 
Initiate Application:  Assisting Person Information...................................................... 21 
Personal Information:  Name and Address ................................................................... 22 
Personal Information: Personal Information................................................................ 23 
Personal Information: Additional Information ............................................................. 24 
Income Information: Salary Wage Income Information................................................ 25 
Income Information:  Other Income Information.......................................................... 26 
Insurance Information: Medicare.................................................................................. 27 
Insurance Information: Medical Insurance Information............................................... 27 
Additional Information:  Primary Care Provider Information ..................................... 29 

CHAPTER 5: SUBMITTING THE APPLICATION................................................... 31 

Introduction ................................................................................................................... 31 
Submit Module:  Confirm Application........................................................................... 31 
Submit Module:  Electronic Application Summary ....................................................... 33 
Submit Module:  Electronic Application Signature Page.............................................. 34 
Submit Module:  Submit Application............................................................................. 35 
Submit Module:  Confirmation of Submittal and Next Steps......................................... 36 

CHAPTER 6: ADDITIONAL FEATURES................................................................... 39 



 

 

Introduction.................................................................................................................... 39 
Eligibility Screening Tool .............................................................................................. 39 
Search for Application ................................................................................................... 43 
Search for Applications: View Status ............................................................................ 45 
Incomplete Applications................................................................................................. 45 
Accessing Incomplete Applications................................................................................ 46 
Reports ........................................................................................................................... 47 
Selecting Report Criteria ............................................................................................... 48 
Getting Help................................................................................................................... 49 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Copyright © 2005 Massachusetts Executive Office of Health and Human Services (EOHHS). 

The copyright for the original documentation and all associated materials, job aids, lesson plans, and worksheets, and other original work 
related to the EOHHS Virtual Gateway remain with the original author.  Virtual Gateway authorized users are permitted to copy or 
download and use these copyrighted materials free of charge and without acquiring permission form the author. 

However, in the event a Virtual Gateway user intends to make use of these copyrighted materials in a website or publications, regardless of 
whether that use is for profit or not, said user must acquire prior permission from the author.  



Commonwealth of Massachusetts   
Executive Office of Health and Human Services    Virtual Gateway 

 DRAFT – FOR PILOT USE ONLY 

 

April 25, 2006 Application Intake for Women’s Health Network Page 1 
 Introduction and Overview  

Chapter 1:  Introduction and Overview 

Course map 

 
 

Overview of 
Module 

This module covers processes for entering applicant information for 
the Women’s Health Network using the Common Intake Data 
Collection tool. 

In this module manual, providers lean how applicant information is 
entered into Common Intake and forwarded to ESM for eligibility 
determination and enrollment. 

Topics include: 

• Introduction to Common Intake 

• Getting started with Common Intake 

• Entering applicant data 

• Submitting completed applications 

• Additional features in Common Intake 
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Business 
Process 
Overview 

The table below provides a business process overview of the initial 
steps for Women’s Health Network applications: 

Who Provider Intake Staff who enroll applicants in 
Women’s Health Network (WHN). 

What • Enter applicant intake information using 
Common Intake Data Collection tool 

• Submit applicant information for forwarding 
to ESM for eligibility screening and 
enrollment 

When After submitting applicant information, applicant 
data is automatically imported into ESM for 
eligibility screening and enrollment. 
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Workflow The workflow below displays the process for collecting and 
submitting applicant data for Women’s Health Network. Steps 2 – 4 
(shaded) are completed using the Common Intake data collection tool 
and are covered in depth in later chapters of this manual. 

 

 

 1. Work with the applicant to establish: 

a. the need for Women’s Health Network services, 

b. that the applicant is not a current Women’s Health Network 
member or receiving MassHealth, 

c. and the applicant’s consent to apply for WHN services. 

2. Log into the Virtual Gateway Common Intake data collection 
tool.  

3. Enter applicant data. 

4. Submit applicant data. 

5. Access ESM for eligibility screening and enrollment. 
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Notes:   
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Chapter 2:  Common Intake Introduction/Overview 

What is 
Common 
Intake? 

Consumers and service providers now have access to program 
information and a powerful set of tools over the Internet. The 
Executive Office of Health and Human Services (HHS) web page at 
Mass.gov (www.mass.gov/eohhs) serves as a single access point on 
the Internet for a wide variety of programs from health-care to child 
care to new services for providers. 

Common Intake, one of the services available through the Virtual 
Gateway, serves three important groups:  

• Internal Health and Human Services staff 

• Service provider/agency staff (in particular intake workers) 

• The general public   

Providers use the electronic common application in Common Intake 
to apply for individual or multiple programs on behalf of applicants.  
Applications may originate in medical settings (hospitals, community 
healthcare centers) or other provider settings, such as community 
action programs or homeless shelters.  All Women’s Health Network 
applications originate in Common Intake.  

Programs available through the Common Intake form include: 

• Women’s Health Network • MassHealth 

• Food Stamps • Childcare 

• Women, Infants and 
Children (WIC) 

• Mass Commission for the 
Deaf and Hard of Hearing 

• Mass Commission for the 
Blind 

• Mass Rehabilitation 
Commission 

• Long-term Care for Elders • Chelsea and Holyoke 
Soldiers’ Home patient 
services 

When someone applies to Women’s Healthcare Network through 
Common Intake, the data gathered is sent to ESM, where the 
applicant is screened and enrollment is determined.  
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 Common Intake Introduction/Overview 

Notes: 
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Chapter 3:  Getting Started 

Introduction 

 

This chapter provides information on the navigation basics of 
Common Intake including:   

• Accessing the Common Intake provider dashboard (Step 2 in 
the process flow) 

• Password Management 

• Navigating the Common Intake provider dashboard page 

• Initiating an Application through the provider dashboard 

• Common Intake navigational basics 

 

 

Accessing the 
Common Intake 
Dashboard 

 

Follow these steps to log into Common Intake and access the 
Common Intake Dashboard: 

1. Open an Internet browser session. 

2. Type web address www.mass.gov/eohhs in browser. 
The Health and Human Services portal page appears. 
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Accessing the 
Common Intake 
Dashboard 
(Continued) 

 

  

3. Click the blue Provider Services Gateway Enter>> box. 

 

The Virtual Gateway Business Services page appears. 

4. Enter your Username and Password in the Member Login box. 

 

Note: Security requires that each person have a Virtual Gateway 
assigned username and password. 
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Accessing the 
Common Intake 
Dashboard 
(Continued) 

  

5. Click the Login button. 
The post-login Virtual Gateway Business Services portal page 
appears. Once you are logged in, you will have access to 
theCommon Intake Tool. 

6. Click the Common Intake Form link to access the Dashboard. 

 
 The Common Intake Dashboard page appears: 
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Password 
Management 

Once you login, and before you select Common Intake, you can 
change your password. 

Password policy rules: 

• The user will be assigned an ID and temporary password sent 
through e-mail by the Virtual Gateway help desk 

• The user must change their password after first log in 
• The password must be between 8 and 12 characters and at  

least 1 alpha and 1 numeric character 
• Passwords are case sensitive 
• Users will be automatically logged out of the system after 60 

minutes of inactivity. 

Follow these steps to change your password: 

1. Click the Password Management link. 
 The Change Password popup window appears. 

 

1. Type new password twice. 

2. Click Submit button. 

3. Click Close button. 
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Navigating the 
Common Intake 
Dashboard 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following is an example of the Common Intake Dashboard 
page and highlights of a few key components. 

 

 
 

 

Note:  The Dashboard is a portal to all Common Intake functionality; 
use the Dashboard to access tools available to you from EOHHS. 

User Name Facility 

Start a New 
Application 
Start a new 
Common Intake 
Application 

Incomplete 
Application 
View incomplete 
applications for 
you or your 
organization 

Search 
Search existing 
completed 
applications Reports 

Create a “Quick 
Report” 
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Initiating an 
Application 
through the 
Dashboard 

From the Dashboard, click the Start a New Application link to 
access the Common Intake page. 

 
  The Common Intake Application is started. 

Common Intake 
Navigational 
Basics 

 

 

 

 

The following example of a Common Intake page highlights key 
navigational features. 

 

 

 

 
Tip:  If you suspend the application, you can retrieve it from the 
Incomplete Applications section of the dashboard by clicking the 
Incomplete for Yourself link. 

Application 
Number and 
User ID  Suspend 

Application 
Stops the 
application in 
process and 
saves it for 
later access 

Cancel 
Application 
The application 
is aborted and 
cannot be 
accessed later 

Help link Mass.gov Home 
Return to the 
Mass.gov website
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Online Help 

 

 

 

 

 

 

 

 

Online help is available on each page.  Help text is available 
explaining key questions and the purpose of each page.  When you 
click the Help link, online help launches text in a separate browser 
window. 

Question 
Level Help 

Page Level 
Help 
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Look and Feel 
of the Common 
Intake 
Application 

 

 

The following diagram illustrates some basic features of the 
Common Intake Application. 

 

Tips: 

• Pressing the Tab key will move your cursor from field to field 
logically through the page 

• Pressing the first letter of an option in a drop-down box cycles 
that option to the letter (i.e., pressing M while on the State field 
will populate the field with ‘Massachusetts’) 

 

Fill-in boxes 
are used to 
input 

Brown triangles 
indicates 
information 
needed for the 
most appropriate 
eligibility 
determination 

Check boxes are 
either checked or 
unchecked 

Drop-down boxes 
allow you to select 
an answer from a 
predetermined list 

Red asterisk and 
blue shading 
indicate mandatory 
information 
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Look and Feel 
of the Common 
Intake 
Application 
(Continued) 
  

 

 

The following is an example of how error messages display on the 
page. 

 
Errors must be corrected before you can continue to the next page. 

 When using the Virtual Gateway, the  button in your 
browser window is disabled.  Use the buttons that display at the 
bottom of your page to navigate through the Common Intake 
Application.  The following table provides information about how 
these buttons function: 

 

Error messages 
appear at the top 
of the page in red 
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Look and Feel 
of the Common 
Intake 
Application 
(Continued) 
 

The Cancel and Go Back button navigates you to a summary page 
for the section you were just working on. Information for each 
section within a module is grouped together and contains links that 
allow you to edit, add, or delete records. 

 

 

 

 

Click Save and Continue from a summary page to return to where 
you left off and complete the application.  

Remove 
deletes a 
record 

Check marks 
indicate what 
you have 
completed 

Summaries can also be  
accessed through links for 
completed sections 

Edit returns you to 
the entry page to 
make changes 

Add Another returns you 
to a blank entry page to 
add another record 
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Look and Feel 
of the Common 
Intake 
Application 
(Continued) 
 

 

 

 

 

The following page illustrates additional information that maybe 
required, based on how you respond to certain questions. 

 

 

Certain 
questions may 
require follow-
up information 

In this example, the 
Yes response 
generated additional 
fields to complete 
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Notes: 
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Chapter 4:  Entering an Application Using the Common 
Intake Data Collection Tool 

 

Introduction Entering a Common Intake Application (Step 3 in the process flow) 
entails completing all required modules of the application process.  

 
This chapter walks you through each module of the Common Intake 
process for a Women’s Health Network (WHN) application. The 
modules required for completing the WHN application include: 

• Initiating the application 

• Entering personal information 

• Entering income information 

• Entering insurance information 

• Entering additional information 

• Submitting the application 

Important:  Common Intake leads you through one common 
application that may be used to apply for multiple programs and 
services other than Women’s Health Network.  Programs selected 
determine which modules, pages, and questions display. This manual 
provides examples you might see specifically for the Women’s 
Health Network program.  For information regarding other programs, 
refer to the general Common Intake User Manual. 
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Getting Started To initiate a Common Intake application, you must be logged into 
Common Intake and have the Provider Dashboard displayed (see the 
topic: Accessing the Common Intake Dashboard). 

1. Log into Common Intake 
2. Click the Start a New Application link. 

 
 The Online Application for Services page appears which is the first 
page in the Initiate Application Module.  

Initiate 
Application:  
Choose Services 

 

 

The following is an example of the Online Application for Services 
page. 

 
The programs or services that can be applied for using Common Intake 
are displayed.   

Select 
Programs/ 
Services 
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Initiate 
Application:  
Choose Services 
(Continued) 
 

Note:  Each program name is also a link into the Virtual Gateway catalog 
of programs.  Simply click on a program name to access additional 
information about each program (e.g., description of the program, who is 
eligible, how to apply). 

To apply for programs: 

1. Check the check box(es) next to the program(s) for which the 
applicant wishes to apply. 

2. Click the Save and Continue button to save your selections and 
continue to the next page.    
The Assisting Person page appears. This is the first page in the 
Initiate Application Module. 

Initiate 
Application:  
Assisting 
Person 
Information 

The Assisting Person Information page collects information about who 
is providing the data for the application.  In most cases it is the 
Household Member.   

The initial view of the Assisting Person Information page offers options 
that will determine if additional information is needed. 

 

If there is an emergency situation and the applicant cannot supply their 
own information, you would need to select Assisting Person from the 
Who is providing information? drop down list and complete the 
required information.  Please note that the choice for Type of Assisting 
Person for a WHN application should be Emergency Contact. The 
other choices are reserved for Food Stamps (FS) and MassHealth (MH). 
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Initiate 
Application:  
Assisting 
Person 
Information 
(Continued) 

 

Complete the Assisting Person Information: 

1. Select a response for Who is providing information? 

2. Complete any additional fields (if applicable). 

3. Select Save and Continue.   
The Personal Information Name and Address page appears 

Personal 
Information:  
Name and 
Address 

The following is an example of the Name and Address page. 

Note: When collecting head of household information, in some cases the 
head of household may be the applicant. 

 
 

Enter head of household information: 

1. Complete each field with the requested information 

2. Select Save and Continue 
The Personal Information page appears. 
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Personal 
Information: 
Personal 
Information  

Complete the personal information for the applicant or household 
member.  

 
1. Click Save and Add Another to add additional members to the 

household. 

2. Click Save and Continue. 
The Additional Personal Information page appears. 

Name of 
household 
member 

Program(s) member 
is applying for 

Demographic 
information 

Race, Support 
services, and  
Special 
Circumstances 
information 
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Personal 
Information: 
Additional 
Information 

Complete any relevant additional information for the household 
member(s).  If you respond Yes to any of the questions, you will be 
prompted for additional information. 

 

Enter the additional personal information for the household members as 
applicable: 

1. Complete each field with the requested information 

Note:  When entering information regarding an existing pregnancy, 
the Due Date cannot be in the past. 

2. Select Save and Continue 
  The Salary Wage Income Information page appears. 
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Income 
Information: 
Salary Wage 
Income 
Information  
 
 

If any household member currently has salary or wage income 
(income from a job), the details should be entered on the Salary 
Wage Income Information page. 

 
Note: You should not answer “yes” to both the “Long Term 
Unemployment” question (found in the Personal Information 
Module) and “Salary/Wage Income Information” questions for any 
household member included on the Common Intake application. 

To capture salary/wage income information: 

1. Respond to the initial question:  Does anyone in the household 
currently have salary/wage income? 

2. If the response is ‘No,’ click Save and Continue. 

3. If the response is ‘Yes,’ complete the applicable fields. 

4. Click Save and Add Another if more than one household 
member has salary or wage income or one member has more than 
one job.   

5. Click Save and Continue.  
The Other Income Information page appears. 
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Income 
Information:  
Other Income 
Information 

The Other Income Information page captures household income 
from sources other than a job (e.g., child support, social security, 
interest).    

 
To complete the Other Income Information page: 

1. Respond to the initial question:  Does anyone in the household 
have other income? 

2. If not, select ‘No’ and click Save and Continue. 

3. If any household member has income other than wages, select 
‘Yes’ and complete the applicable fields. 

4. Click Save and Add Another if more than one household 
member has other income or one member has more than one type 
of other income.   

5. Click Save and Continue. 
The Medicare Information page appears. 
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Insurance 
Information: 
Medicare 
 

Complete the Medicare Information page.  

 
To complete the Medicare Information page: 

1. Respond to the initial question:  Is anyone in the household 
covered by Medicare? 

2. If not, select ‘No’ and click Save and Continue. 

3. If any household member is covered by Medicare, select ‘Yes’ 
and complete the applicable fields. 

4. Click Save and Continue. 
The Medical Insurance Information page appears. 

Insurance 
Information: 
Medical 
Insurance 
Information  

 

If any household member is currently covered by any medical 
insurance policy the details, can be entered on this page. 

 
To complete the Medical Insurance Information page: 

1. Respond to the initial question:  Is anyone in the household, 
including absent parents, covered by a medical insurance policy 
(other than Medicare)? 

2. If not, select ‘No’ and click Save and Continue. 

3. If anyone in the household his covered by any medical insurance 
policy (other than Medicare), select ‘Yes’ and complete the 
applicable fields. 
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Insurance 
Information: 
Medical 
Insurance 
Information 
(Continued) 
  

 

4. Click Save and Add Another if more than one household 
member has insurance that is different than what is already 
entered.   

5. Click Save and Continue. 
 The Primary Care Provider Insurance page appears. 
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Additional 
Information:  
Primary Care 
Provider 
Information 

 

 

If the applicant currently has a primary care provider, the details can 
be entered on this page.   

 
To complete the Primary Care Provider page: 

1. Respond to the initial question:  Does anyone in the household 
have a primary care provider? 

2. If not, select ‘No’ and click Save and Continue. 

3. If yes, select ‘Yes’ and complete the applicable fields. 

4. Click Save and Add Another if any household member has a 
different primary care provider.   

You are now ready to submit your application.  

5. Click Save and Continue. 
The Application Confirmation page appears. 
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Notes:  
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Chapter 5:  Submitting the Application 

Introduction Submitting a completed application (Step 4 in the process flow) 
includes reviewing the application, printing forms, and gathering 
signatures.  

1. Establish need/
consent for WHN 

services

2. Log into 
Common Intake

3. Enter applicant 
data

4. Submit 
applicant data

5. Access ESM for 
eligibility screening 

and enrollment

 

This chapter walks you through each of the steps in the Submit 
module that are required to submit a completed WHN Common 
Intake application.  These steps include: 

1. Confirm the programs and those applying 

2. Print forms, review data, revise if necessary 

3. Gather signatures (where applicable) 

4. Submit the application 

5. Print the confirmation and next steps for the applicant 

Submit Module:  
Confirm 
Application 

 

The Application Confirmation page confirms the household 
member’s name(s) and the program(s) for which they are applying.  
Additional questions may also display depending on the 
demographics of the applicant(s). 
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Submit Module:  
Confirm 
Application 
(Continued) 
 

The following is an example of the Application Confirmation page. 

 
 

1. Review the applicant(s) name and programs 

2. Respond to any questions regarding other programs 

3. If you have any changes, use the Cancel and Go Back button or 
the links on the left to return to individual modules and make 
corrections.   

4. Click Save and Continue. 
The Electronic Application Summary page appears. 
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Submit Module:  
Electronic 
Application 
Summary 

 

The Electronic Application Summary page provides you with a 
complete summary of all questions and responses for the application.  
This page can be printed and should be reviewed with the applicant 
for accuracy.   

 
 

 

1. Use the Print button at the bottom of the page to print the 
summary. 

2. Review the summary. 

3. Use the Cancel and Go Back button if you need to revise any 
information.  

4. Click Save and Continue. 
The Electronic Application Signature page appears. 
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Submit Module:  
Electronic 
Application 
Signature Page 

 

The signature page should be printed and provided to the applicant 
for signature.  You may retain this page in your case file. 

 
 

 

 

 

 

1. Use the Print button at the bottom of the page to print the 
signature page. 

2. Have applicant and other applicable household member sign. 

3. Use the Cancel and Go Back button if you need to revise any 
information.  

4. Click Save and Continue. 
The Submit Application page appears. 
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Submit Module:  
Submit 
Application 

 

The Submit Application page is the last page that allows you to edit the 
information in your application.  You can use the Cancel and Go Back 
button or the links on the left to change information. 

If there are any additional forms required for review or signature, they 
will be listed for you here and you will need to check the appropriate box 
to indicate that the forms have been given to the applicant.  For WHN 
applications, there are no additional forms. 

Before submitting, you will need to check the confirmation box indicating 
that you witnessed the applicant review the information and sign the 
signature page. 

 
1. Check the appropriate box to indicate that any additional required 

forms (if applicable) have been given to the applicant 

Note:   If there are any additional forms required for review or 
signature, they will be listed here.  For WHN applications, there are 
no additional forms.  

2. Use the Cancel and Go Back button or the links on the left to change 
information, if applicable. 

3. Check the confirmation box indicating that you witnessed the 
applicant review the information and sign the signature page. 

4. Click Submit to submit the electronic application to the Virtual 
Gateway system for processing. 
The Confirmation of Submittal and Next Steps page appears. 
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Submit Module:  
Confirmation of 
Submittal and 
Next Steps 

 

 

This is the last page of the online application process. 

The Confirmation of Submittal and Next Steps page confirms: 

 That the application was submitted 

 What programs were applied for and by whom 

 What the next steps are for each program 

 What verifications are required for each applicant for each 
program 
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Submit Module:  
Confirmation of 
Submittal and 
Next Steps 
(Continued) 
 
 

Follow these steps to complete the Common Intake process: 

1. Print Confirmation of Submittal and Next Steps page. 

2. Review Next Steps for each program and any required verifications 
with the applicant. 

3. Provide applicant with a copy of the Next Steps instructions. 
The Common Intake process is complete. 

 

 Once the Common Intake application has been submitted for Women’s 
Health Network, the next step is to log into ESM and conduct eligibility 
screening.  For more information on that process, please refer to the 
Eligibility Determination and Enrollment module of the Intake, Eligibility 
and Enrollment course. 
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Notes: 
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Chapter 6:  Additional Features 

Introduction There are additional features available in Common Intake that can 
help in the administration of your applications.  This chapter provides 
steps and actions to utilize these features.  The chapter includes: 

 Using the Eligibility Screening Tool 

 Using the Virtual Gateway catalog  

 Searching for applications 

 Managing incomplete applications 

 Creating reports 

Eligibility 
Screening Tool 

The Eligibility Screening Tool is available to both the public and 
providers. As a provider, you can help clients find out their eligibility 
for Health and Human Service Programs, and then complete and 
submit an application/referral for those programs.   

Note:  All information in the screening tool is completely anonymous 
and not saved.  Applicant information must be supplied during the 
application process. 

Eligibility 
Screening Tool 
(Continued) 

The following is an example of the Provider Welcome page with the 
Screening Survey highlighted. 

 
From the Provider Welcome page, click the Complete a Screening 
Survey link to access the Screening Tool. 
  The Welcome to the Screening Survey page appears. 

 



  Commonwealth of Massachusetts  
  Virtual Gateway   Executive Office of Health and Human Services 

 

 

Page 40 Application Intake for Women’s Health Network April 25, 2006
 Additional Features 

Eligibility 
Screening Tool 
(Continued) 

 

 
To complete the screening survey: 

1. Choose service(s) for which the applicant would like to assess 
potential eligibility by checking the check boxes. 

2. Click Continue to apply your selection. 
  The Screening Survey page appears. 
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Eligibility 
Screening 
(Continued) 

3. Answer all screening questions. 

Note: Most questions default to ‘No.’ Be sure to read each 
question carefully before answering. Some questions are asked 
based on responses to previous questions.   

4. Click the Continue button at the bottom of the page. 

If necessary, correct any errors (errors display at the top of the 
page in red) and click Continue. 

5. The Continue button will activate the Intake Eligibility and 
Referral check to determine potential eligibility status and 
instructions. 
The Screening Results page appears. 
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Eligibility 
Screening 
(Continued) 

Potential eligibility status results are presented in two categories: 

 May be eligible (A) 

 Does not appear to be eligible (B) 

 
6. At the bottom of the page in the Apply section, check the boxes 

to indicate the programs for which the client would to like to 
apply. 

7. Click the Apply button.   
The Online Application for Services page appears. 

Tip:  The Apply button navigates the user to the Common Intake 
Data Collection Tool. Programs will be automatically selected but no 
applicant data will be retained. 
 

Enter the online application in accordance with instructions outlined 
in the previous chapters. 

A 

B 
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Search for 
Application 

The Search for Application feature allows you to search for all online 
applications submitted by your facility, view eligibility and 
submission status, and view information for submitted applications.   

 Searches are initiated through the provider dashboard:  

 

 

 

The following diagram illustrates the features available to help you 
refine your search criteria. 

 
 

 

 

 

 

 

To search for an application: 

1. Enter search criteria (if desired). 

Click Search. 
  The Application Search Results page appears. 

Application 
number 

Application 
Submission 
Status: 

• Incomplete 
• Received 
• Submitted 
• Error 

Created by: 

• Organization 
• You 

Date range 
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Search for 
Applications 
(Continued) 

Applications meeting search criteria will display.   

Note:  Only the first 200 applications will display. If the application 
you are seeking does not display, try modifying your search criteria. 

The search results lists each application on a separate line displaying: 

 Application number.  You can click on this link to view the 
forms that printed at the end of your application (e.g., 
Application Summary, Signature Page, Confirmation of 
Submittal and Next Steps).   

Note:  This link is only available for one year from the submit 
date.  After one year, the application will display in the list, but 
the Application Number and Status links will no longer be 
active. 

 Submission Status 

 First and Last Name of Head of Household 

 Submit Date or 

 Last Updated Date (for incomplete applications) 

 Last Modified By date 

 View Status link – click this link to view the most recent 
eligibility determination for most programs 

 
 

 

 

Use the Previous/Next links to navigate to additional pages. 
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Search for 
Applications: 

View Status 

Display application status information: 

 

Incomplete 
Applications 

 

Incomplete applications occur when: 

• A user suspends an application that is in process 

• If the application process is interrupted due to technical 
problems 

Program(s) 
applied for 

Date of 
Status 

Determination 
Status 

Applicant(s) 
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Incomplete 
Applications 
(Continued) 

You may continue applications that have been suspended or are 
incomplete: 

 

Accessing 
Incomplete 
Applications 

 

Incomplete applications can be displayed by the Intake worker 
(Incomplete for Yourself) who entered the information or by the 
organization (Incomplete applications for EOHHS) where the 
application was entered: 

To access an incomplete application: 

1. Access the Provider Dashboard. 

2. Select Incomplete for Yourself (or Incomplete applications for 
your facility if you need to complete an application started by 
another member of  your organization). 

 
  The list of incomplete applications appears. 

Caution:  Applications in this list have not been submitted and 
will only be available for 60 days. 
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Accessing 
Incomplete 
Applications 
(Continued) 
 

 

  
3. Identify the desired application by locating the name of the head 

of household and/or application number. 

4. Click the application number to open the incomplete application. 

 Result:  The Initiate Application page appears.  

5. Use the Edit and Change links to modify the program selection 
or assisting person information, if applicable. 

  

6. Click Save and Continue to continue the application. 

Reports Reports are available in Common Intake that provide statistics 
regarding application count, type, and date.  Reports are generated 
from the Provider Dashboard.  
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Selecting 
Report Criteria 

To create a report: 

1. Select desired criteria.  Selecting criteria is optional. 

a. Programs Applied For:  Select one or multiple (hold down 
your Ctrl key to select multiple programs) 

b. Status: This is submission status, not determination status.  
You can select only one choice from the list: All, Incomplete, 
Submitted, Received, Error, and Deactivated. 

c. Last Updated/Submitted Date Range:  Enter range for 
report in MMDDYYYY format 

 

Click Create Report. 
  The Report Results page appears. 

 
2. Click  to return to the Provider Dashboard. 
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Getting Help If you have additional questions, you can contact the Virtual 
Gateway Help Desk at:  

1-800-421-0938 
The Help Desk is available to assist you with: 

• General questions regarding the Virtual Gateway 

• Technical questions or system issues 

• Virtual Gateway password resets 
 

Please be prepared to provide the following: 

• Name, organization, phone number, e-mail address 

• Application Number (if applicable) 

• Screen/field you were working on (if applicable) 

• Description of the issue or error message 

• Perceived criticality 

 

Note:  If the Help Desk is unable to resolve your issue while on the 
phone, a ticket number will be issued along with any relevant 
workarounds. 
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Notes: 


